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Overview 
  This training module provides the procedures for 

requesting special pay under the State Civil Service 

(SCS) Rule 6.5(g) for applicants who possess 

extraordinary qualifications/credentials. 
 
 

•  Policy pertaining to a 6.5(g) request: 
 

 

 

-- DOA Personnel Policy No. 45, Hiring 

     Above the Minimum, State Civil Service Rule 6.5(g) 

http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf 

 

• Forms used for a 6.5(g) request: 
 

 

 

 

 

 

-- Release for Reference Checking 

-- Verification of Employment [6.5(g)] Request 

http://www.doa.louisiana.gov/ohr/forms/forms1.htm 

 

 

 

http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf
http://www.doa.louisiana.gov/ohr/forms/forms1.htm
http://centerforhealthimreno.com/wp-content/uploads/form-from-computer.jpg


Rule Compliance: Approved Written Policy 
The Office of Human Resources representative verifies the section/agency 

possesses a required, written 6.5(g) SCS policy, approved  by Appointing Authority.    
The policy itself does not require Civil Service Commission approval.   

 

http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf 

http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf
http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf
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*Release for 
Reference 
Checking 

& 
*Verification 

of 
Employment 

6.5 (g) 
Request 

 

 

Find associated forms at 
 http://www.doa.louisiana.gov/ohr/forms/forms1.htm 

http://www.doa.louisiana.gov/ohr/forms/forms1.htm


6.5(g) Preview 
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See 
State Civil Service 

Pay Rules,  
Section (g):  

 

http://www.civilservice.louisian
a.gov/CSRules/Chapter6.aspx 
 

http://www.civilservice.louisiana.gov/CSRules/Chapter6.aspx
http://www.civilservice.louisiana.gov/CSRules/Chapter6.aspx
http://www.civilservice.louisiana.gov/CSRules/Chapter6.aspx


Rule Compliance 
 

A concurrent pay adjustment may be requested     
for existing employees who occupy positions            
in the same job title and possess the same or 
equivalent qualifications.  

In order for a current employee to receive                  
a 6.5(g) adjustment based on a new hire,                  
the action must take place on the same                         
date that the 6.5(g) pay adjustment is                                    
given to the newly hired employee. 

The same documentation completed                          
for a new hire also must be completed                              
for a current employee.  



Rule Compliance 
 

 

If permanent status employee resigns and 
rehired into the same position, the same 
job title, or a lower level job in a career 
progression group at the same agency,        
the employee shall not be eligible for an 
increase under this rule unless preceded    
by a 60 day break in State service. 
 

day waiting period 



Rule Compliance 
 

 

If permanent status employee resigns and 
rehired into the same position, the same 
job title, or a lower level job in a career 
progression group at the same agency,        
the employee shall not be eligible for an 
increase under this rule unless preceded    
by a 60 day break in State service. 
 



Rule Compliance Review 
 

The appointment is probational or job 
appointment. 

 

The affected job request does not exceed the 
3rd quartile. 

 

The pay adjustment is requested upon initial 
hire or within one year of initial hire.  [If a 
6.5(g) request is granted after the initial hire 
date, the pay adjustment must be prospective 
and will be based on the pay range in effect on 
the hire date.] 

 

Probational or Job Appointment 

Up to the 3rd Quartile 

Upon Initial Hire or Within  
1 Year of Initial Hire 



6.5(g) 

 PAR 
Conditional Offer  
of Employment  

Justification 
Letter  

 SF10 SF3 

Reference Check 
Release 

Verification of 
Employment 

Transcript 
& Licenses 



Required 
Documents: 

1. Web-based 
Personnel Action 

Request (PAR) 
Form 
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Complete 
Verification 

of  
Employment 

Form. 

  Justification 
letter from       

the 
Appointing 
Authority 

6.5 (g) request 
submitted         

with Conditional 
Offer of 

Employment 
(COE). 

  

SF3 Position  
   Description 

 

 

SF10 Student 
Application 

 



Required 
Documents: 

2. Conditional 
Offer of 

Employment 
(COE) Form 

http://www.doa.louisiana.gov/OHR/forms/C
OE.9.2013.pdf 

 

http://www.doa.louisiana.gov/OHR/forms/COE.9.2013.pdf
http://www.doa.louisiana.gov/OHR/forms/COE.9.2013.pdf


Required 
Documents: 

3. Justification 
Letter    

Addressed to the 
Appointing 
Authority 
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Complete 
Verification 

of  
Employment 

Form. 



Required 
Documents: 
4. Current   

Employment 
Application 

(SF10) 
http://www.doa.louisiana.gov/ohr/fo
rms/sf10d.pdf 
 

http://www.doa.louisiana.gov/ohr/forms/sf10d.pdf
http://www.doa.louisiana.gov/ohr/forms/sf10d.pdf


Required 
Documents: 
5. Current 
Approved      
Position 

Description (SF3) 
 

 

Correlated entries of SF3 
and SF10.    
                     For example… 

[’13-’14 paper version shown here] 



 Correlated details: SF3 to SF10 
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Complete 
Verification 

of  
Employment 

Form. 

For each work experience 

that is considered 

extraordinary and is being 

used to justify hiring 

about the minimum of the 

pay range [6.5(g)], 

verification must be made 

by contacting the 

employer to confirm the 

applicant’s employment. 

 

  Justification 
letter from       

the 
Appointing 
Authority 

6.5 (g) request 
submitted         

with Conditional 
Offer of 

Employment 
(COE). 

  

SF3 Position  
   Description 

 

 

SF10 Student 
Application 

 

SF10 Student Application  SF3 Position Description 

Correlate extraordinary 
qualifications between 
SF3 and SF10. 
 
 

For example, continued next slide… 
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State Risk Adjuster 4 – Position #54321 

60%:  (1) Investigates, evaluates and  
(2) negotiates the most complex 
personal, causality, and property 
claims.  Field investigation tasks 
include but are not limited to 
inspecting accident sites, developing 
facts of an accident from any             
(3) physical evidence available, taking 
photographs, taking measurement, 
inspecting vehicles for damages and 
defects, making field notes, making 
sketch  drawing of accidents scenes,….  

25%: Determines litigation, prepares 
claims with attorneys for legal action, 
attends mediation and (4) trials as 
well as testifies in court concerning 
the results of investigations 
conducted.  

Major Job duties:                                 
 

Conducted complex property and casualty 

claim (1) investigations; pursued and 

investigated second injury fund  claim;        

(3) gathered physical evidence from the scene 

of accidents and determined the probable 

amount of exposure of loss; (4) attends and/or 

testified in trials; coordinated activities of 

attorneys, investigators, physicians and other 

specialized personnel in the resolution of 

claims cases; (2) negotiated personal injury, 

casualty and property claims.  

 

 

SF10 “Work Experience” Section 

 Applicant Name:  J. Doe 

 Type of Degree Earned:  Master’s Degree, Business 
Administration – May 1987 

 Type of Professional License or Certificate: 
Legal Principle Claims Specialist designation; 
Certified  Worker’s Compensation 
Professional; Property  Claim Law Associate 

 Employer:  XYZ Company 
 Dates of Employment:  February 2, 1992 –   June 3, 

2010   (18+ years experience) 
 Official Job Title:  Insurance Claims Adjuster 

SF3   “JOB DUTIES AND RESPONSIBILITES” Section 



Required 
Documents: 

6. Release for 
Reference 

Checking Form 
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http://www.doa.louisiana.gov/OHR/forms/Release.pdf 

http://www.doa.louisiana.gov/OHR/forms/Release.pdf


 
 

Required 
Documents: 

7. Completed 
Verification of 
Employment 

Form 
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*Contact references for all 
positions with extraordinary 

qualifications. 



8. College Transcript/Licenses 
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    If required, the applicant must submit a copy 
of his/her college transcript or college diploma 
and licenses. The original transcript must be 
submitted 2-weeks after being hired. 



Current Employee Salary Adjustment 

The current employee must have the same job title                                           
and possess the same or equivalent qualifications. 

 

  If you are planning to request an adjustment for                            
 current employees, include a statement within the new 
 hire justification letter, such as:  

Sample Statement: 
 

 a) “Two other Analyst 4s, Mary D. and Tom C. possess 
same or equivalent extraordinary qualifications as Mr. 
Doe     (new hire).  Explain within the justification the 
current employees extraordinary qualifications as they 
compare to Mr. Doe’s qualifications.” 

If you are not requesting an adjustment… 



Current Employee Salary Adjustment 
The current employee must have the same job title                                                        

and possess the same or equivalent qualifications. 
 

  If you are not planning to request an adjustment, include a 
 statement within the new hire justification letter, such as: 

 

Sample Statements: 
 

            a) “Two other employees hold the same job title; 
however, their salaries will not be adjusted because they do not 
possess Mr. Doe’s years of experience,” or 

            b) “The credentials of employees with the same job title 
have been reviewed, and determined that no other salaries will 
be affected at this time due to budgetary, disciplinary issues, 
etc.,” or 

            c) “No other salaries will be adjusted based on this 
request because no other employees within the unit hold the 
same job title.” 



Salary Adjustment Formula 

Formula to use for the same or equivalent qualifications: 

     

   New Hire Rate   –  1  =   Percentage amount that   
  Old Hire Rate                  a current employee’s  salary            
Example #1:              may be adjusted. 

 

 New hire is being brought in at the Midpoint (AS-615). 

 Current employee salary will be adjusted, but he/she was initially brought in 
under 6.5(g). 

 

 Special Hire Rate (rate new hire brought in)   –   1 

 Old hire rate (rate the current employee was previously brought in at under 6.5g) 

    $49,182 annually (rate of new hire at the Midpoint)   –  1     =  0.06 or 6%
 $46,373 annually (rate current employee was                                                         
 brought in at under 6.5(g) when hired). 

 
                                                                                                                                                                                                                                                                                           



Salary Adjustment Formula 

Example #2:  
 

New hire is being brought in at the Midpoint (AS-615). 

Current employee, not previously a 6.5(g), salary to be adjusted. 
 

 Special Hire Rate (rate of new hire at the Midpoint)   – 1 

 Old hire rate (current minimum of the AS-615 pay level or current SER) 

  
$49,182 annually (rate of new hire at the Midpoint)   – 1  =  0.55 or 55%  
$31,678 annually (current minimum of the AS-615 pay level)  

   
$49,182 annually (rate of new hire at the Midpoint   – 1  =  0.25 or 25%         
$40,430 annually (current SER for that position) 

 

An adjustment may be requested up to the percentage calculated.  From past 
experience, most  adjustments have been approved at less than 10%.  Also, take 
into consideration the salaries of other employees in higher pay levels to avoid 
causing disparate pay situations. 

                                                                                                                                                                      

 



6.5(g) Checklist 
Y
E
S 

N
O 

 Section/Agency policy on file. 

 Completed Personnel Action Request (PAR) form.  

 Justification Letter (Indicate within the justification letter if salary    
   adjustments are being recommended for current employees.)  

Current SF3 (Position Description) – The Official Affirmed Copy. 

Current SF10 (Current Civil Service Employment Application).  

Extraordinary credentials correlated and highlighted between SF-3 and  
  SF-10. [Use a number system or highlighting process 

Release for Reference Checking form signed by the applicant (prior to  
   checking references). 

Current or Previous Employers verified   
   -Verification of Employment [6.5(g)] Request Form -- located under the   
   COMPENSATION section at http://www.doa.louisiana.gov/ohr/forms/forms1.htm 

Salary Verified 

Human Resources reviews the following: 

continued… 

(p. 1/2) 

http://www.doa.louisiana.gov/ohr/forms/forms1.htm


6.5(g) Checklist, continued: 
Y
E
S 

N
O 

 Educational Credentials: 
   - Copy of transcript or diploma (The Official Transcript must be  
     submitted 2 weeks after being hired). 
   - Letter of Award or Certificate 

 Current employees in the same job title are reviewed (A brief 
   statement  by the section head is included within the justification 
   letter):  
   ____ Extraordinary qualifications found, request to increase pay. 
   ____ If yes, 6.5(g) documentation included. 
   ____ Extraordinary qualifications found, no increase in pay. 
            If no, section head written explanation included. 
   ____ No extraordinary qualification found among other employees. 
   ____ No other employees in same job title.  

28 

For a paper version of the checklist, please contact L & D. 
   

Human Resources Reviews the Following: 

(p. 2/2) 



Preview of 6.5(g) 
Paperwork 
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Complete 
Verification 

of  
Employment 

Form. 

For each work experience 

that is considered 

extraordinary and is being 

used to justify hiring 

about the minimum of the 

pay range [6.5(g)], 

verification must be made 

by contacting the 

employer to confirm the 

applicant’s employment. 

 

  Justification 
letter from       

the 
Appointing 
Authority 

6.5 (g) request 
submitted         

with Conditional 
Offer of 

Employment 
(COE). 

  

SF3 Position  
   Description 

 

 

SF10 Student 
Application 

 
 SF10 Student Application, continued   SF3 Position Description, continued 

 SF-3 (Position Description) & 
SF-10 (SCS Application) 
“Duties” sections 
correspond.  

  Justification 
noted on      

Sec. IV of the 
Personal 
Action 

Request 
(PAR) 

Remarks/ 
Work Schedule/ 
Justification 

 
 
 
 

6.5(g) 
Review 



 1. Applicants are 
interviewed for 
employment. 

I bring 
extraordinary 

talents! 

I see that!  

You’ve come to 

the right place. 

Interview  
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Conditional Offer of Employment  
 

 2.  A section representative 
makes a conditional offer of 
employment to the applicant.  

 
 
 
 
 



To access PAR logon site, go to :   
http://wwwprd1.doa.louisiana.gov/par/ 

3. Electronic Personnel Action 
Request (PAR) is submitted. 

More on PARs… 

http://wwwprd1.doa.louisiana.gov/par/
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Personnel Action Request (PAR) 
 

 3. Human Resources 
staff verifies that the 
request complies 
with Civil Service 
Rule 6.5(g) and 
ensures that all 
required documents 
are completed and 
attached, including… 

List & placement of forms… 
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Conditional Offer of Employment  
 

 
 An OHR liaison contacts the 

applicant and schedules a 
date & time for her/him to  
visit OHR to complete the 
necessary paperwork. 

 
 
  
 
 
 
 

 



Justification Letter 

35 

Briefly state the 
applicant’s extraordinary 
qualifications and 
indicate if a request is 
being made to adjust a 
current employee’s 
salary. 



Correlated Position Description (SF3) 



Correlated Employment Application (SF10) 
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Release for Reference Checking Form       
(Signed by the Applicant) 

38 



Verification of Employment Form 

39 



Official College Transcript and Licenses 

40 



 HR Review and Notification 

• If necessary, the Human Resources representative 
notifies the Section Liaison of missing 6.5(g) 
documentation.  The request is held until the 
required documentation is submitted, and 
comments are added to the “Comments” section of 
the Electronic PAR, indicating “Additional 
documents are required.” 
 

• When all the required documentation is submitted, 
the Human Resources representative forwards the 
electronic PAR through the appropriate channels for 
approval/denial by the Appointing Authority.  

 

 41 
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 AWAITING 

APPROVAL 

Final Decision 

APPROVED 
 

    If the request is 
approved by the 
Appointing Authority, 
the applicant is 
contacted with a start 
date.  If the request is 
denied, the applicant 
is notified as well. 



Congratulations! 
 

You’ve completed 
the web-based 6.5(g) 

Extraordinary/Credentials 
module! 
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For OHR Contacts and to earn credit for this module… 



Contact Us 
 

Office of Human Resources       
Staffing and Compensation 

Unit 
 

Main Line (225) 342-6060 
 

Fax Line (225) 342-0019 (confidential fax) 
 

Fax Line (225) 219-9558 (payroll fax) 
 
 

 

Human Resources 
Staffing and Compensation 

 
 

 
 

Contacts for 6.5(g) questions: 
 
 

Sandra Guy 
H R Specialist                        

and 6.5 (g) contact 
 Sandra.Guy@la.gov 

 

 Brandon Blanchard 
Staffing/Compensation 

Supervisor 
Brandon.Blanchard@la.gov 

 
Cheryl Schilling 

H R Manager  
Cheryl.Schilling@la.gov 

 
 

 

 

To receive  
a PDF version 

of this module, please contact OHR L & D, 
342-6060. 

 

mailto:Sandra.Guy@la.gov
mailto:Brandon.Blanchard@la.gov
mailto:Cheryl.Schilling@la.gov


Comments? 

    Thank you for accessing   
this web-based module! 

 

To earn credit for this course, last page… 

Suggestions to improve 
the module are 

welcomed. 

  Contact 

   DOA OHR Organizational 

Learning and Development. 
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Qualification on the Transcript? 

  

 

                        To receive credit on your transcript: 
  

---View all slides---  
 

and click “Get Credit for Course” 
 

click LOGOFF, return to LEO, and allow 
your screen to refresh. 

 
Contact OHR if the course does not post 

to your transcript within 24 hours. 
 
 


